
CHAPTER 11

PUBLIC VOUCHERS

The Navy depends to a large extent on commercial
contractors and firms for supplies and services
necessary for operations. As a DK, you have an
important part in keeping the Navy’s image as a good
customer by promptly paying the bills incurred by your
ship or station.

On many occasions, you will be dealing with
foreign businessmen. The manner in which your ship
pays its bills will influence the attitude they have toward
the U.S. Navy. It will also determine whether the next
U.S. Navy ship to call at that port receives needed
supplies and services.

While you already are acquainted with several types
of public voucher (PV) forms (payrolls and travel
vouchers), this chapter introduces additional PVs that
you, as a DK may frequently process and explains the
general requirements that all PVs must meet.

Before we go further, keep in mind that INVOICE,
DEALER’S BILL, BILL, and DEALER’S INVOICE
all pertain to dealers’ bills. Likewise, CONTRACTOR,
DEALER, and VENDOR are business owners, firms, or
establishments that provide materials or services to the
government. Contractors are not necessarily restricted
to construction companies. Do not get yourself confused
as we go through this chapter.

NATURE AND PURPOSE OF A PUBLIC
VOUCHER

A PV is the only form used by the Navy to pay its
bills. It is an authoritative document used by U.S.
Government agencies to justify payment for supplies,
equipment, materials, and services other than personal.

The various forms used as PVs must be approved
by the Comptroller General of the United States.

PREPARATION OF PUBLIC VOUCHERS

A PV is correctly prepared when it meets all of the
following criteria:

l The payment
U.S. Government.

discharges a legal liability of the

. The written evidence assembled in support of the
payment is complete and adequate.

. The voucher is charged to an appropriation or
fund available for and applicable to its payment.

l The control over disposition of the PV (original
and copies) and the maintenance of permanent records
prevent duplicate payment or overpayment by the
government.

. The accounting data are accurate and complete
so that proper charging and adjustment of
appropriations or funds maybe accomplished.

ACTIVITY RESPONSIBLE FOR
PREPARATION AND PAYMENT

Generally, every purchase contract or order
specifies the activity to which the dealers’ bill is to be
submitted and the activity that will pay the PV. In most
cases, the activity named in the contract to make
payment will also prepare the PV.

If you are aboard a ship that deploys overseas,
payment of dealers’ bills becomes the responsibility of
the disbursing officer and you must know how to
prepare the necessary PVs to effect payment. The
disbursing officer of a deployed ship is usually called
upon to pay bills for three types of purchases: ship’s
store merchandise, fresh provisions, and port services
such as garbage removal, tug and pilot services, fresh
water, and so forth. In addition to these bills, you will
prepare PVs for payment of rations commuted to a
private mess, reimbursement to the imprest fund, and
various other payments.

ACTIVITY RESPONSIBLE NOT
SPECIFIED IN CONTRACTOR ORDER

When dealers’ bills are received with no PV
prepared, the responsibility for the preparation of PVs
is as follows:

. When delivery is made to a shore activity within
the continental United States or Hawaii, the financial
information processing center (FIPC) serving the
receiving activity prepares the PV and makes payment.
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. When delivery is made to shore activities outside
the continental United States or Hawaii or to a ship by
a vendor within the continental United States or in
Hawaii, the FIPC serving the area where the vendor is
located prepares the PV and makes payment.

. When delivery is made to a ship or shore
activities outside the continental United States or
Hawaii by a dealer located outside the United States or
Hawaii, the receiving activity prepares the PV and the
servicing disbursing office or the nearest Department of
Defense or U.S. disbursing office makes payment.

PREPARATION PROCEDURES

While you will be preparing several types of PVs,
all PVs must contain the data discussed next. Use the
preprinted information on the form to complete this
data. In other words, let the form do the work it is
intended to do.

Disbursing Officer Voucher Number

Each PV must contain a disbursing officer voucher
(DOV) number. DOV numbers may range from 1 to
99999. One or two alpha characters may replace one or
two of the digits and may precede or follow the
remaining numbers.

DOV numbers are limited to five digits. When the
limitation may be reached during an accounting period,
plan ahead and start anew series at the beginning of the
accounting period. Number PVs consecutively without
regard to change of disbursing officers or fiscal year.

To control DOV number assignment, record the
numbers used in a PV log. For reference purposes, the
PV log should also contain the name of the payee, the
appropriation and subhead to which the expenditure was
charged, and the amount of  the payment.- -  

Paid By Block

In the Paid By block of the PV, type or stamp the
following with a Paid stamp:

The word Paid if not preprinted on the PV.

The UIC and abbreviated name of the ship or
activity to which the disbursing officer making
the payment is assigned.

Name of the branch office, as applicable
(optional).

l The business day or date of payment. This is the
date funds are to be expended on the PV.

. Disbursing station symbol number (DSSN).

Payee’s Name and Address

Clearly identify the payee and the address to which
payment is to be sent. When a number of payees are
identified on attached supporting documents, enter a
notation such as Various Payees Per Attached
Documents in the name and address area. This
information is not required when the payees and
activities appear on a listing such as Navy payrolls.

When the payee is a dealer or contractor, show the
name and address on
name and location
concerned).

Purpose of Payment

the dealer’s bill or contract (the
of the company or business

The central body of the PV reflects the purpose or
reason for the payment. On PV forms designed for
specific purposes (travel vouchers, for example),
preprinted captions on the form explain the entries
required. When you are using a general-purpose PV
form such as the NAVCOMPT Form 2277 (fig. 11-1),
enter data in this block such as invoice number, delivery
date, description of articles or services received, unit
prices, amount, and so forth.

When the PV is a payment for purchase orders
covering items for afloat operating forces, requisition
numbers must be shown on both the purchase order and
the W. When supporting documents reflect the purpose
data in sufficient detail, only a brief description of the
reason for payment and a notation such as Per Attached
Statement(s) need be entered in the body of the PV.

Administrative Certificate

The office preparing the voucher completes the
administrative certificate section of the PV. It certifies
that the articles or services purchased have been
received and accepted by the receiving activity.

The Approved section contains the signature and
title of the official authorized to approve payment of the
PV as well as the date of such approval.

The Certified section contains the signature and title
of the official authorized to certify the PV for payment
as well as the date of such certification.
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Figure 11-1.-Voucher for Disbursement and/or Collection, NAVCOMPT Form 2277.
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If the ability to certify and authority to approve are
combined in one person, that person signs the Certified
section only of the PV.

When the disbursing officer is the authority
approving the payment, his or her name, rank and
signature are entered in the Certified section of the PV.
The disbursing officer is certifying the following:

l

l

l

l

Articles or services purchased have been
received and accepted.

Extensions and totals are correct arithmetically.

Unit prices are correct.

The PV is proper for payment in all respects.

Foreign Currency Exchange Rate

When the dealer’s bill is stated in foreign currency,
the PV should show all amounts in equivalent U.S.
currency at the rate in which foreign currency is
disbursed. The rate of exchange current at the time of
payment should be used and shown on the PV.

Accounting Data

Complete accounting data must be shown in the
Accounting Classification section of the PV or on an
attached summary sheet of accounting data (discussed
later). Enter data in the accounting classification code
format discussed in chapter 9 of this training manual.
The office preparing the PV should finish the proper
accounting data but the disbursing officer checks the
accuracy of the data.

As a DK, you will be called upon to verify the
accuracy of the accounting data. You must also consult
the NAVCOMPT Manual, volume 2, and volume 4, chapter
8, for the procedures required to make correction to
accounting data shown on PVs.

COUNTRY CODE.– All vouchers paid by afloat
disbursing officers or disbursing officers not located in
the United States are coded to identify the country or
countries affected by the international balance of
payments. Vouchers paid by disbursing officers located
in the United States are coded only when the transaction
affects the U.S. balance of payments; that is, when a
country code other than the code for the United States
is applicable.

The NAVCOMPT Manual, volume 2, chapter 7,
contains the proper procedures for country coding of
vouchers. This was also discussed in chapter 9 of this
training manual.

CORRECTIONS OF AMOUNT EXTEN-
SIONS.– If there is an error in the amount of the
extensions, a correction is authorized only in certain
cases. Generally, a correction is made only if the dealer
bills for less than the amount correctly due and the
difference is $10 or less.

You should place notations on the original and all
copies of the PV explaining the adjustment. Differences
of amount billed because of an error in computation or
extension are discussed later.

SUMMARY OF ACCOUNTING DATA.– The
Summary of Accounting Data, NAVCOMPT Form
2035, may be used in support of any type of voucher
when the accounting data space on the voucher is
inadequate. Attach the NAVCOMPT Form 2035 to the
original and copies of the PV.

Figure 11-2 shows a properly prepared
NAVCOMPT Form 2035. For complete details on how
to prepare this form, consult the NAVCOMPT Manual
volume 4, chapter 8.

Other Payment Data

If full payment is made by a single check drawn to
the order of the payee shown in the To section of the PV,
simply insert the serial number of the check only on the
original PV.

If partial or till payment is made in cash, show the
amount, date of payment, and the name of the payee on
the designated line on the original and all copies of the
PV. At the time of payment, have the payee sign the
original of the PV unless the payee’s signature already
appears on the sundry or miscellaneous voucher
supporting the PV. The Military Payroll Money List,
NAVCOMPT Form 3056, Multiple Travel Payments
List, DD Form 1351-6, and Claim for Reimbursement
for Expenditures on Official Business, STD Form 1164,
are examples of sundry vouchers.

When there are two or more payees, make payment
by two or more checks, or partially in cash and partially
by check. Show the amount paid to each payee by cash
and by check as well as the check serial number on the
original and all copies of the PV.

PAYMENT OF PUBLIC VOUCHERS

Normally, contracts or purchase agreements contain
provisions as to which office or activity is responsible
for payments of invoices.
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The local disbursing officer at the activity receiving
the materials or services makes payments not
considered payments to vendors. See the NAVCOMPT
Manual, volume 4, chapter 8, for complete list of these
types of payments.

CONTINENTAL UNITED STATES
AND HAWAII

FIPCs pay vendors located in the continental United
States and Hawaii, except billings against a Marine
Corps activity and certain industrial-commercial
activities, for both afloat and shore activities.

OUTSIDE THE UNITED STATES

The disbursing officer of the ship or shore activity
generally pays foreign vendors for materials and
services purchased for ships in a foreign port or shore
activity located overseas. If the ship or activity operates
without a disbursing officer, the nearest U.S. disbursing
officer makes payment.

Forward any Canadian dealers’ invoices, expressed
in Canadian dollars, received after the ship’s departure
from port, to the Navy Regional Finance Center
(NRFC), Washington for payment. Forward other
invoices expressed in U.S. dollars to the appropriate
FAADC.

SUBSTANTIATING DOCUMENTS

The dealer or other claimant is required to demand
payment by submitting an itemized bill, often called an
invoice. You must make sure the invoice is attached to
the PV by the preparing office before you process the
PV for payment.

Dealers’ Bills

Aboard ship, the supply officer prepares an Order
for Supplies or Services, DD Form 1155, for submission
to authorized dealers and contractors to obtain supplies
and services.

After the supply officer receives and accepts the
services or supplies, he or she signs the Certificate
section of the DD Form 1155 and forwards it along with
the original and three copies of the invoice to the
disbursing officer for payment. The supply officer or
receiving activity forwards the purchase document and
invoice(s) within 5 working days to the disbursing
officer after certification of acceptance of the materials
or services. Shore and Fleet Small Purchase and Other

Simplified Purchase Procedures, NAVSUPINST
4200.85, explains the proper procedures.

It is your job to make every effort to settle all the
bills incurred by your ship overseas. Therefore, if you
receive the dealer’s bill and DD Form 1155 indicating
services or supplies have been inspected and accepted,
do not delay in processing the PV for payment.

Figure 11-3 shows how to prepare a DD Form 1155
to pay for provisions purchased by a ship outside the
United States.

In foreign countries, the payment normally is made
in local currency. Show the kind of currency and the rate
of exchange current at time of payment on the face of
the PV. When the dealer’s bill is expressed in a foreign
language, obtain a translation in English to accompany
it. Express the covering PV in the English language.

The disposition of the original and copies of paid
PVs, along with the appropriate supporting documents,
are discussed later in this chapter.

Other Evidence to Support Payment

The Federal Acquisition Regulations require an
authenticated or confirmed copy of each contract and of
each modification to it be forwarded directly from the
purchasing office to the disbursing office named as the
paying office in the contract.

The paying disbursing officer keeps a file of each
contract and uses it to verify that only proper payments
are made. A contract log cannot be a substitute for the
contract file.

VERIFICATION BEFORE
PAYMENT

To prevent duplicate payments, attach the original
dealer’s bill to the original PV. Dealer’s bills marked
Copy or Duplicate are not acceptable. Invoices prepared
by reproductive masters or by carbon paper impression
are acceptable as an original provided they are clearly
marked Original Invoice and the data entered is
completely legible.

Certification and Acceptance

Disbursing officers make sure regulations
concerning timely acceptance of goods or services and
timely approval of invoices for payment are followed.
No matter which form the acceptance of the goods and
services and the approval for payment takes, the
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Figure 11-3.-Order for Supplies or Services, DD Form 1155.
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following dates must be provided to the disbursing
officer before payment can be made:

l The date the goods or services were received

. The date the goods or services were accepted

l The date the dealer’s bill was received

l The date the dealer’s bill was sent to the paying
officer

These dates determine when you can pay the PV.
Return the PV and invoice(s) to the responsible office if
these dates are not furnished.

Corrected Bills

Dealers’ bills marked Corrected, Adjusted, Revised
or otherwise identified with a previous billing are
acceptable only under the following conditions:

. When the original bill for which the correction
submitted is available for attachment to the PV.

. When the original bill was attached to a PV
already paid and the amount claimed on the corrected
dealer’s bill was not paid on the original bill.

. When the original bill has been lost or destroyed.
(In this case, place on or attach to the PV an explanation
of the l0SS or destruction and a certificate that steps have
been taken to prevent duplicate payment.)

Altered Bills

A receiving, vouchering, or paying activity must
NOT alter a dealer’s bill in any respect. Bills altered by
the dealer are acceptable, except for bills rendered under
oral orders, unpriced written orders, or imprest fund
purchases that increase the quantity, unit price,
extension, or total amount. Return these bills to the
dealer unpaid for rebilling.

Differences

When a dealer makes an error in computation or
extensions and bills for less than the amount due and the
difference is $10 or less, prepare the voucher to show
the amount billed plus the difference. Make payment in
the total amount correctly due. Place a notation on the
original and all copies of the voucher explaining the
adjustment.

When the difference is more than $10, voucher and
pay the bill in the amount billed. Furnish the dealer with
notice of the error either by notation on the voucher or

by other means. In this case, the bill may also be returned
for rebilling.

When the billing is excessive, deduct the excess and
pay the amount correctly due. Explain your action on
the original and all copies of the PV.

When an error in price is so substantial as to cause
doubt, return the bill to the supplier unpaid and request
an explanation or a rebilling.

For additional guidance in dealing with differences
on invoices, refer to the NAVCOMPT Manual volume
4, chapter 8.

TIMELY PAYMENT OF DEALERS’ BILLS

The Prompt Payment Act of 1982 (Public Law
97-177), amended on 17 October 1988 (Public Law
100-496), requires a federal agency to make interest
payment whenever that agency fails to make payment
promptly. In other words, the government agency will
be penalized for not making payment on time.

As a DK, you should adhere to the Navy’s policy to
reduce or avoid interest payments. Computation and
payment of interest are complex and are not covered in
this manual. However, if you are required to compute
and pay interest, you should consult the NAVCOMPT
Manual, volume 4, chapter 9.

PAYMENT DUE DATES

Payment should be made as close as possible to, but
not later than, the due date. To minimize possible late
payment interest charges, disbursing activities schedule
payments 1 or 2 days but not more than 7 days before
the due date.

For example, if a particular PV is due to be paid on
the 25th day of the month, you should schedule it for
payment on the 23rd or 24th day but not earlier than the
18th day of the month. This is called the payment
window.

Specific Due Dates

Make payment of dealers’ bills as indicated figure
11-4. Due dates indicated are those payments covered
under the Prompt Payment Act.

The Prompt Payment Act covers all contracts or
purchase agreements that are either negotiated in the
United States or where the materials or services are
delivered in the United States. Since contracts of foreign
vendors are normally negotiated overseas and materials
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Figure 11-4.-Payment due dates of dealers’ bills under the prompt Payment Act.

or services are also delivered overseas, PVs covering
these invoices are not covered by the Prompt Payment
Act.

If you are aboard a deployed ship, you must pay all
foreign vendors as soon as possible after receipt of
provisions or services. If you are at a shore activity
overseas, pay foreign vendors on the specific due date
indicated in the purchase agreement or according to
local practice or law. If the contract does not specify the
due date, pay following the 30-calendar-day rule,which
is discussed next.

No Specific Due Dates

Except for invoices that offer discounts, pay as close
as possible to, but not later than, 30 calendar days after
the following dates, whichever is later:

l

l

l

Date of receipt of the invoice

Date the goods or services were accepted

Date of the execution of a valid, signed,

contractual agreement

If you remember, we mentioned earlier four dates

that must be furnished to the disbursing officer by the

voucher preparing office. These dates we needed as a

basis on when you can pay a dealer’s bill.

Mixed Invoices

When you encounter an invoice for products with

different due dates, pay based on the product with the

earliest due date.
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For example, if you have a PV with a mixed invoice
for products with both a 7-day and 10-day payment
requirement, the due date will based in the same manner
as if all items were subject to payment in 7 days. You
may split payments by making payments by the due date
applicable to each category.

Defective Invoices

If the defect is a minor one that could be remedied
easily, correct the problem area instead of returning the
invoice. Again, if there is any doubt whether payment is
proper, consider the invoice defective and return it to the
vendor.

Returned invoices must have information in writing
attached that specifies the reason(s) for the return and
the nature of the remedial action required.

DISCOUNTS

When contracts or written agreements contain a
provision for discount for prompt payment, the
discount will be deducted if accepted and earned.

Offers of discount appearing on dealers’ bills are
authority to deduct the discount. If the discount terms of
the contract are not in agreement with discount terms
offered on the dealer’s bill, take the discount most
advantageous to the government.

Always take discounts equal to or greater than $15
in dollar savings. Invoices offering discounts less than
$15 may be taken at the discretion of the paying office.
EXCEPTION: If the discount rate offered is less than
the rate at which the Department of the Treasury
borrows funds no discount should be accepted and
processed. DFAS - Washington Center announces the
applicable discount rates periodicaly.

To permit ready identification of a PV with invoices
offering discounts, attach or staple a Discount Label,
NAVCOMPT Form 442, to the voucher. Figure 11-5 is
a completed NAVCOMPT Form 442 that shows the
latest date of receipt of the materials/services or date of
receipt of invoice as well as the expiration date of the
discount period.

Discount Period

The discount period begins and ends as indicated on
the invoice by the contractor. If the discount period is
missing, the invoice is improper and you should return
it to the contractor.

Figure 11-5.-Discount Label, NAVCOMPT Form 442.

When no discount provision is included in the
purchase agreement and a discount is offered on the
dealer’s bill, the beginning or end of the discount period
indicated on the invoice applies.

If the discount period expires on a Saturday, Sunday,
or holiday, the discount is earned if payment is made on
the next business day.

Notation of Voucher

Every time you take a discount, show the rate and
amount of deductions on the body of the PV. When
paying on NAVCOMPT Form 2277, show the discount
terms in block 9G and the amount of deduction in block
12C. Refer to figure 11-1.

Lost Discount

Invoices offering discounts must be received at the
disbursing office at least 3 working days before
expiration of the discount period. If the discount is lost,
the PV should be paid on the net due date.

Disbursing officers keep a record of discounts that
are required to be taken but were lost due to failure to
process the bill within the time frame allowed. This
record contains all mandatory discounts lost. It also
identifies each such invoice and shows the activity
responsible for losing the discount on that invoice.
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Refer to the NAVCOMPT Manual, volume 4,
chapter 9, for additional instructions on discounts for
prompt payment.

METHOD OF PAYMENT

PVs are normally paid by check unless the purchase
or services agreement requires payment by other means
(cash or electronic fund transfer).

Within the United States and Its Possessions

PVs are paid by U.S. Treasury checks. All
remittances by mail are by check. Any number of PVs
to the same payee maybe paid by a single check.

Disbursing offices that regularly maintain cash
funds for military or civilian payrolls may pay by cash.

Outside the United States

Payments to contractors or vendors in a foreign
country are be made in a currency authorized by local
foreign currency control laws or regulations. The
disbursing officers must fully comply with local foreign
currency controls.

If payment in U.S. currency is required by the
purchase agreement or the foreign currency billed is not
available, payment may be made by U.S. Treasury check
or currency. The rate of exchange current at the time of
payment is used.

If the foreign currency billed is listed as excess or
near-excess and is not available to the disbursing office,
the bill is forwarded for payment to a U.S. military
disbursing officer having access to the currency
involved or to NRFC, Washington.

DUPLICATE PAYMENTS

Avoid duplicate payments. If a duplicate payment
occurs, the cause must be investigated and action taken
to avoid recurrence of similar duplication. Recoupment
of the duplicate payment must be made as soon as it is
discovered. The recoupment must also be confirmed
that it actually occurred.

As a general rule, do not pay an invoice if your
office is not specifically designated to make payment on
the contract or purchase agreement. This information is
found in block 15 of the DD Form 1155. See figure 11-3.

TYPES OF PUBLIC VOUCHERS

The Department of the Navy uses various voucher
forms as authority for payment of its regularly incurred
obligations.

VOUCHER FOR DISBURSEMENT AND/OR
COLLECTION

The PV used for the majority of payments is the
Voucher for Disbursement and/or Collection,
NAVCOMPT Form 2277. Some of the uses of this form
are as follows:

Payment of dealers’ bills for the purchases of
equipment, materials, and services

Transfer of ship’s stores profits to the welfare and
recreation fund of a ship

Voucher for transfer between appropriation
and/or funds

Payment of refunds, prepayments, or claims

Payment of Dealers’ Bills

If material or services are not ordered, inspected,
and received on a DD Form 1155, use NAVCOMPT
Form 2277 as a covering PV to pay a dealer’s bill. You
must make sure a Material Inspection and Receiving
Report, DD Form 250, and the applicable invoice(s) are
attached to the NAVCOMPT Form 2277 before
processing it for payment.

Rations Commuted to Private Mess

When enlisted members are assigned to duty and/or
subsisted in a mess other than the general mess, such as
a CPO mess, wardroom mess, or to the quarters of a
senior officer, the value of their rations is commuted or
paid to the appropriate mess treasurer.

At the end of each month, the mess treasurer
submits a list showing the names and SSNs of members
whose rations are being commuted. It also shows the
period subsisted if other than stated for period reported.
This locally prepared form must be submitted in
triplicate to the disbursing officer for payment.

The disbursing officer prepares the NAVCOMPT
Form 2277 and enters the LES annotations following
PAYPERSMAN, part three, chapter 1, and
SDSPROMAN, part three, chapter 1, making sure
payment is not made to the mess treasurer for any date
a member was on leave.

11-11



For an example of a locally prepared form and a

NAVCOMPT Form 2277, see figures 11-6 and 11-7,
respectively.

TRANSFERS BETWEEN APPROPRIATIONS

Use a NAVCOMPT Form 2277 to transfer funds

between Navy appropriations. You may, however,
receive a Voucher for Transfers Between Appropriations

and/or Funds, Standard Form 1080, from another
department of the government requesting payment for

materials or services provided to your ship or activity.

Both forms have two separate accounting

classification blocks, one for the billing office and the
other for the office billed. The use of both blocks allows

the form to be used both as a public voucher
(expenditure) and a collection voucher (receipt).

Between Navy Appropriations

As a DK you will frequently process NAVCOMPT
Forms 2277 to adjust charges between Navy

appropriations. It must have both the disbursement and

collection boxes checked in block 1.

Figure 11-6.-Locally prepared form for rations commuted to a private mess.
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Figure 11-7.–Payment of rations commuted to a private mess.
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When the NAVCOMPT Form 2277 is used to adjust
charges between Navy appropriations, no actual
payment is made. In the Paid By block enter the
notation No Check. Assign a DOV number to the
original and required copies of the NAVCOMPT Form
2277 and process it as a payment. Assign a collection
voucher (CV) number to the remaining copies of the
voucher and process it as a collection. Thus, you have a
disbursement charging the appropriation financing the
material or service and a simultaneous collection
crediting the appropriation originally charged for the
material or service.

The disbursing officer posts this transaction
simultaneously in the cashbook as a collection and an
offsetting cash disbursement.

Payment to Other Government Departments
or Agencies

In those cases where you receive a Standard Form
1080 from another department or agency of the
government requesting payment, the accounting data of
the billing office is usually on the form. The office being
billed enters the accounting data chargeable in the
accounting classification block titled Office Billed.

Process the Standard Form 1080 as a PV in the usual
reamer. Payment will be made by a U.S. Treasury check
made payable to the billing office or, if requested, to the
order of the Treasurer of the United States. Process
copies of the voucher as a collection voucher. Then mail
the check with a copy of the collection voucher to the
billing office.

REIMBURSEMENT VOUCHER

The Cashier Reimbursement Voucher and/or
Accountability Report, Standard Form 1129, is used to
reimburse imprest funds and to combine any number of
small cash or check payments of less than $100 during
the accounting period.

Imprest Fund

An imprest fund is a simple and economic method
used to make minor purchases of material or services
for the ship’s or station’s use. It is, in effect, a miniature
revolving fund that operates like a petty cash fund used
by a private industry.

When an imprest fund is established, the
commanding officer furnishes a copy of the letter
appointing the imprest fund cashier and stating the
amount of the fund to the disbursing officer. The

disbursing officer then advances funds to the cashier in
an amount not to exceed that authorized by
NAVSUPINST4200.85.

Funds may then be advanced by the cashier to the
person making the purchase or the purchases may be
reimbursed for personal funds used.

When replenishment of the imprest fund is required
the imprest fund cashier prepares the Standard Form
1129, has it approved by the commanding officer or
other delegated authority or official, and presents it with
the original supporting documents to you. Before
reimbursing the cashier, verify the total amount of the
supporting receipts against the amount of the
reimbursement voucher. The amount of reimbursement
should restore the fund to its authorized level. See figure
11-8.

Complete accounting data must be furnished for
each transaction. When space is not available on the face
of the voucher, list accounting data on a Summary of
Accounting Data, NAVCOMPT Form 2035, as
discussed earlier. Attach the NAVCOMPT Form 2035
to the Standard Form 1129 as a permanent part of the
PV.

Original Receipts Requirement

An original dealer’s bill acknowledging receipt of
payment for each purchase and a copy of the purchase
request document are required documents to support
imprest fired expenditures. Accept only original receipts
or a copy tendered by the dealer as an original receipt.
The Receipt for Cash-Subvoucher, Standard Form 1165,
often is used as a receipt for payment. The supply officer
or other designated person, other than the imprest fund
cashier, acknowledges receipt and acceptance of the
purchase on the reverse of the dealer’s bill or Standard
Form 1165.

DISTRIBUTION OF PUBLIC VOUCHERS
AND SUPPORTING DOCUMENTS

The number of copies of a PV required to be
prepared, in addition to the original PV, depends upon
the following:

l

l

l

Purpose of the PV

Appropriation data against which the
expenditure is charged

Whether it is paid by a disbursing officer afloat
or a disbursing officer ashore
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Figure 11-8.–Cashier Reimbursement Voucher and/or Accountability Report, Standard Form 1129. 
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Consult the NAVCOMPT Manual, volume 4,
chapter 20, for complete details concerning distribution
of paid PVs.

ORIGINAL PV

The paid original of each PV with the original
dealer’s bill and/or all other required supporting
documents attached is retained in the disbursing
officer’s safe or security container until it is submitted
with the daily balance sheet or as part of the monthly or
relieving financial returns.

BUREAU CONTROL COPY

One copy of each PV is retained for submission with
the applicable financial returns as the bureau control
copy. The FAADC uses this copy to summarize charges
for the bureaus, systems, commands, and offices that
administer the Navy’s appropriations. Copies of the
supporting documents are not attached to the bureau
control copies of PVs.

PAYING OFFICER’S COPY

The disbursing officer expending the payment
retains one copy of each paid PV with copies of the
supporting documents attached. This copy is placed in
the retained PV file in DOV number sequence. Copies
of payrolls are filed separately by payroll number.

The paying officer’s copy of paid PVs is retained
until he or she is relieved as disbursing officer at which
time the copies are transferred to the relieving officer
for settlement action and subsequent forwarding to a
federal records center.

PAYEE’S COPY

When a PV is a payment to a single payee, one copy
with copies of the supporting documents is furnished to
the payee. No copies of multiple payment PVs (payrolls,
for example) are furnished to the payees. You always
make sure a copy of the Standard Form 1129 is furnished
to the imprest fund cashier and a copy of the
NAVCOMPT Form 2277 with a copy of the locally
prepared list is furnished to the mess treasurer.

OTHER COPIES

Additional copies of PVs may be required by
various accounting activities for financial management
purposes. Copies of paid travel claims for TAD travel
funded by type commanders are examples. A copy of

the paid travel claim should be forwarded each time you
pay a travel claim charging an appropriation
administered by type commanders.

SPECIAL DISTRIBUTION

Additional copies of paid PVs are forwarded either
with the financial returns or to the accountable ship or
activity. Some of the PVs that require additional copies
for distribution are as follows:

l

l

l

l

l

l

PV for temporary duty orders for instruction of
20 weeks or less incident to PCS

Vouchers charging Reserve Personnel, Navy,
excluding payroll

Vouchers charging Ship’s Store Profits, Navy

Transportation charged to certain Marine Corps
appropriations

Vouchers charging Army, Air Force, or Coast
Guard appropriations

Vouchers charging any special appropriations

Consult the NAVCOMPT Manual, volume 4,
chapter 20, for complete details.

SUMMARY

The name of the game when you are dealing with
PVs is prompt payment on the due date. However, you
will pay a dealer’s invoice no earlier than the payment
window. Familiarize yourself with the provisions of the
Prompt Payment Act.

If your ship is deployed overseas, you have the
responsibility to settle all the obligations incurred by
your ship before leaving port. In those cases where it is
impossible to pay a bill before the ship’s departure, it is
important that the necessary documents be forwarded to
the designated office within each country so that
payment can be made.
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